Directory of Records

About the Directory of Records

Under the Municipal Freedom of Information and Protection of Privacy Act
(MFIPPA), a publicly funded organization such as Toronto Community
Housing is required to make available for inspection and copying by the
public a list of general classes or types of records in its custody or control.
The Directory of Records is a listing of the general classes or types of
records maintained by Toronto Community Housing.

The following are the general classes or types of records maintained by
Toronto Community Housing:

RECORD | NAME OF RECORD DESCRIPTION

CODE

AUD Audit and Compliance Includes all records related
Management to the Company's efforts to

monitor and audit its
compliance with
requirements imposed by
statutes, rules, regulations,
ordinances, judicial
decisions, and other
standards and requirements.
AUD-1000 | External Financial Audit Records related to external
Management financial audits of the
Company and its business
units. Includes audit work
papers, final audit reports,
and related response

materials.
AUD-1020 | Government Compliance Records created, managed,
and Reporting and/or submitted to

governmental agencies in
order to comply with federal,
provincial, municipal or other

AUD-1100



RECORD
CODE

NAME OF RECORD

DESCRIPTION

requirements. These records
may also include compliance
with requirements for
environmental reporting,
anti-trust reporting, protected
health information, and
securities reporting.

AUD-1040

Government Investigations,
Hearings, and Audits

Records related to audits,
inspections and
investigations, notices and
orders to comply by
governmental agencies.
Includes regulatory audits,
inquiries, examinations,
reviews, and responses to
the regulator or government
agency. Does not include
litigation or tax audits and
appeals. See Litigation and
Claims. See Tax Audits and
Appeals.

AUD-1060

Internal Accounting Controls

Records demonstrating
management's assessment
and approval of the design
and effectiveness of the
internal control structure.
Includes records
demonstrating compliance
with federal and provincial
accounting regulations,
process documentation, and
application compliance
testing.

AUD-1080

Internal Audit Management

Records related to internal
financial and operational
audits of the Company and
its business units for
compliance with internal

AUD-1100



RECORD
CODE

NAME OF RECORD

DESCRIPTION

policies and procedures.
Includes personal computer
audits, health and safety
audits, procedural audits,
and other internal
operational audits. Does not
include internal accounting
controls compliance. See
Internal Accounting Controls.

AUD-1100

Policies and Procedures

Records related to the
development and
documentation of Company
policies and procedures
intended to ensure
compliance with internal
requirements as well as
requirements contained in
governmental regulations.
These records support
internal programs designed
to document good company
practices and standard
operating procedures.

AUD-1120

Records Destruction
Certification

Records related to the
destruction of Company
records according to the
corporate retention
schedule. These records
demonstrate the routine and
systematic disposition of
records in compliance with
the Records Management
Program.

AUD-1140

FOI Correspondence & IPC
Appeals and Privacy
Complaints

Records related to request
for information. Includes
Freedom of Information
(FOI) correspondence and
Internal Privacy Complaints

AUD-1100



RECORD
CODE

NAME OF RECORD

DESCRIPTION

(IPC). Also include the
records related to legal
claims if there is a judicial
review of an IPC order. Does
not include records that
progress to claims or
litigation. See Litigation and
Claims.

AUD-1160

Transferred Housing
Program Records

Records created and
submitted to the City of
Toronto for year-end
reporting.

CIS

Corporate Insurance

Includes all records related
to corporate insurance
programs that provide
coverage affecting the
Company's liability, such as
risk analysis, insurance
policies, and records related
to claims filed for a variety of
liability exposures.

CIS-1000

Insurance Analysis and
Reporting

Records related to the
analysis and summary of
insurance programs.

CIS-1020

Insurance Claims
Management - General

Records related to the
occurrence, resolution and
settlement of general claims
filed against the Company's
insurance policies. Does not
include workers'
compensation claims. See
Insurance Claims
Management - Workers'
Compensation.

CIS-1040

Insurance Claims
Management - Workers
Compensation Claims

Records related to resolution
and settlement of workers'
compensation claims filed for
on-the-job accidents.

AUD-1100



RECORD
CODE

NAME OF RECORD

DESCRIPTION

CIS-1060

Insurance Policies - General

Records describing and
administering corporate
insurance programs that
provide coverage affecting
Company liability not
covered elsewhere.

CIS-1080

Insurance Policies - Liability

Records describing and
administering corporate
insurance programs that
provide coverage for long
duration liability, such as
exposure to hazardous
substances, workers'
compensation, pollution
liability, or other problems
manifesting themselves long
after the policy terminates.
Includes contingent liability
and future liability insurance
program payment records.

COR

Corporate Governance and
Administration

Includes all records related
to the Company's efforts to
demonstrate accountability
and fiduciary duty to
shareholders and
management of legal
entities, and its interest,
communication, and
participation in government,
community, and other public
issues that have an impact
on the Company. These
records also include general
administration and project
management for all levels in
the organization.

COR-1000

Administrative Records

Records documenting
routine administrative,

AUD-1100



RECORD
CODE

NAME OF RECORD

DESCRIPTION

planning, and management
activities. These records
document internal corporate
communications,
departmental meetings, and
general departmental
administration. Includes
administrative inventory and
supply control, internal
memoranda, internal
presentations, internal
company communications,
and other miscellaneous
administrative records. Also
includes internal records
storage and retrieval
records. Does not include
records destruction
certification. See Records
Destruction Certification.

COR-1020

Board, Shareholder and
Board Committee Meetings

Records related to
proceedings of the board,
board committees,
shareholders, and other
legally required meetings.
These records also include
directors' and officers'
related biographical
information.

COR-1025

Board Administrative
Records

Records including directors'
and officers' related
biographical information

COR-1040

Business Organization and
Incorporation

Records related to the
creation, structure, and
governance of the Company
and its subsidiaries, joint
ventures and partnerships,
both foreign and domestic.

AUD-1100



RECORD
CODE

NAME OF RECORD

DESCRIPTION

Includes articles of
incorporation, corporate by-
laws, and charters.

COR-1060

Charitable Giving and Grants

Records related to corporate
sponsorships, corporate
foundation grants, and
charitable contributions
made by the Company
and/or its employees.

COR-1080

Committee Meetings
(internal and external
committee meetings)

Records (including recorded
sessions) documenting the
proceedings of
management/executive
committees below the Board
of Directors level as well as
external board meetings and
other external steering
committees and working
groups that Company
representatives attend.
Includes Meeting Minutes,
agendas, presentation
papers etc.

COR-1100

Company Archives

Records, previously
classified elsewhere, that
have intrinsic historical value
after their normal retention
period has expired. These
records document the
Company's past, its
development, significant
events, and key players.

COR-1120

Corporate Ethics

Records related to
compliance hotline calls and
ethics complaints against the
company. These records
document various
allegations received through

AUD-1100



RECORD
CODE

NAME OF RECORD

DESCRIPTION

the company's
Helpline/Hotline or other
communication, complaint
call notes, and the
subsequent investigation
and resolution.

COR-1160

External Financing

Records related to major
financing efforts, debt
management, and the
application, issuance, and
management of loans.
These records document
initial public offerings (IPOs),
the issuance of bonds, the
offering of stock, letters of
credit, and the administration
of loans. Does not include
stock transaction records.
See Corporate Stock
Transactions.

COR-1180

Government Relations

Records related to
government relations that
reflect issues or activities
that have an impact on the
company. Includes briefing
notes and records related to
communications with
municipal, provincial and
federal elected officials and
staff and records to the
shareholder.

COR-1190

Day-To-Day
inquiries/Requests for
Information

COR-1220

Mergers, Acquisitions, and
Divestitures, Dissolutions

Records related to the
purchase or sale of a
company or business unit.
Includes acquisition,

AUD-1100



RECORD
CODE

NAME OF RECORD

DESCRIPTION

divestiture, spins, and
merger agreements and
dissolutions. Does not
include acquisition or
divestment of real property
that is independent of a
business unit's purchase or
sale. See Contracts and
Agreements - Real Estate
Purchase and Sale.

COR-1240

Office Services

Records related to the
collection and distribution of
internal and external malil
services.

COR-1260

Project Management
Records (not related to
Corporate Initiatives and
Projects that have Steering
Committees Please see
COR-1080) and other
formalized teams.

Records related to the
management of internal
projects, special studies,
analyses, and other
departmental events (non-
corporate wide) not covered
elsewhere. Includes ad hoc
studies performed at the
corporate or work group
level. Also includes Six
Sigma projects or local
equivalent, legal projects,
and information technology
projects.

COR-1280

Communications and Public
Relations

Records related to external
communications, which may
include media coverage
reports, news releases,
strategic plans, letters,
contact databases, analytics,
stakeholder
communications, thought
leadership, and crisis
management plans,

AUD-1100



RECORD | NAME OF RECORD DESCRIPTION
CODE

developed for
communication with the
Company's publics. Records
might include content in the
Company's shared, owned,
and paid media
opportunities. For internal
corporate communications
and employee
announcements see COR-

1000.
COR-1300 | Strategic, Organizational, Records related to the
and Business Planning strategic and business plans

of the Company and its
business units. Includes
records documenting the
structure and staffing of the
organization including
positions, titles, and
employee names.

CSB Strategy and Business Includes all records related
Intelligence to the Company's efforts to
manage its brand and
reputation proactively and
reactively to various
stakeholders. This may
include communication
plans, content (paper and
digital) development, and
related reports and analysis.

CSB-1000 | Creative Assets and Records related to original
Promotion content development,
including public website and
internal intranet, including
artwork and final copy,
created internally or by
external agencies in the
development of a marketing

AUD-1100



RECORD
CODE

NAME OF RECORD

DESCRIPTION

or communication/public
relations campaign, including
print, sound, film, and digital
media, promoting the
Company. Includes tenant
survey templates.

CSB-1020

Research Analytics and
Metrics

Records related to the
development, administration,
and analysis of market
research, and analysis of
media coverage. Includes
records related to formal and
informal requests to
participate in research
projects and host site tours
and learning opportunities
for external visitors. Does
not include tenant surveys.

CSB-1060

Business Intelligence and
Strategic Reports

Reports related to business
intelligence and strategic
reports

CSS

Community Safety Services

Includes all records related
to Community Safety Unit
Operations, Community
Safety Planning and Security
Service Delivery

CSS-1000

Community Safety Planning

Records supporting
community safety planning,
divisional planning, Quarterly
and Annual Reporting

CSS-1020

Court and Evidence
Managements Records and
Forms

Court and Evidence
Management Records and
Forms

CSS-1040

Community Safety Unit
Operations

Records routinely created by
Community Safety Unit
Operations to document
community safety related

AUD-1100



RECORD
CODE

NAME OF RECORD

DESCRIPTION

investigations, calls for
service/dispatch, and other
security service-related
activity.

CSS-1045

Community Safety Unit
Operations - Memo Books

Records related to
Community Safety Unit
Operations Memorandum
Books per TPS Procedure
13-17 Notes and Reports,
City Municipal Code Section
219, and IPC ORDER MO-
1857.

CSS-1050

Community Safety Unit
Operations - Use of
Force Reports (Part A)

Records related to
Community Safety Unit
Operations Use of Force
Reports Part A (Special
Constables and parking
enforcement Officers).
Does not include Part B
reports

CSS-1055

Community Safety Unit
Operations - Use of
Force Reports (Part B)

Records related to
Community Safety Unit
Operations Use of Force
Reports (Special Constables
and parking enforcement
Officers). Does not include
Part A reports.

CSS-1060

Parking Enforcement
Operations

Records supporting the
management of TCHC
Parking Program through
Municipal Code Enforcement

CSS-1080

Parking-Employee

Records related to parking
authorizations granted to
Employees that have Non-
Return of Barcode (s)
Employee Parking
Registration Forms.

AUD-1100



RECORD
CODE

NAME OF RECORD

DESCRIPTION

CSS-1100

Parking Permits - Non-
Tenant and
Agency/Contractor/Vendor/V
ehicle on Duty

Records related to parking
authorizations granted to
individuals that are Tenants
that have Non-Tenant
Parking and Clients that are
not Tenants of TCHC. Also
includes Non-Tenant
Registration and
Cancellation Forms. Plus,
Agency/Contractor/Vendor/V
ehicle on Duty Permits and
Agency/Contractor/Vendor/\V
ehicle on Duty Forms.

EHS

Environment, Health and
Safety

Includes all records related
to the Company's
environmental activities such
as testing, monitoring,
assessment, and
remediation of pollutants and
hazardous materials on
Company property. Includes
occupational accidents and
injuries.

EHS-1000

Employee Hazardous
Exposure Monitoring

Records documenting
surveillance and assessment
of employee exposure to
chemical and physical
stressors, including
hazardous materials, in the
workplace. These records
are used to determine a safe
workplace environment for
employees and to evaluate
working conditions as
required by occupational
safety and health agencies
and industry risk prevention
practices. Does not include

AUD-1100



RECORD
CODE

NAME OF RECORD

DESCRIPTION

related employee medical
records. See Employee
Medical Records.

EHS-1020

Employee Injury and lliness

Records related to general
liability and on-the job
accidents as required by
occupational safety and
health regulations. Includes
summaries of injury and
iliness logs, investigation
reports, and accident
records. Does not include
related employee medical
records. See Employee
Medical Records.

EHS-1040

Environmental Incidents and
Remediation

Records related to the
damage or contamination of
property by the Company or
on property acquired by the
Company, clean-up efforts
that are implemented, and
any related investigation of
such occurrences.

EHS-1060

Environmental Testing and
Monitoring

Records related to the
environmental testing,
monitoring, and assessment
of property and the
environmental impact
resulting from company
actions, or insurable property
event (fire, flood, and
property damage).

EHS-1080

Workplace Health and
Safety Testing

Records related to routine
tests conducted to safeguard
health and safety conditions
in the workplace. These
records provide evidence of
emergency response testing,

AUD-1100



RECORD
CODE

NAME OF RECORD

DESCRIPTION

noise exposure testing, and
the issuance of personal
safety items and protective
clothing to employees. Does
not include internal health
and safety audits, hazardous
exposure monitoring, or
equipment maintenance.
See Internal Audit
Management. See Facilities
Maintenance, Repair, and
Inspection. See Hazardous
Exposure Monitoring.

FAC

Facilities and Property
Management

Includes all records related
to the Company's efforts to
manage, maintain, and
improve property or facilities
owned, leased, or operated
by the Company.

FAC-1000

Facilities Access

Records related to routine
FOB and building access
controls and security actions
taken to protect employees,
equipment, and buildings.
Does not include facility
incidents and accidents or
security surveillance. See
Facilities Incidents and
Accidents. See Facilities
Security Surveillance.

FAC-1020

Facilities Design,
Construction and
Modifications. Development
Project and Related
Development Activities

Records related to the
design, construction,
modification and renovation
of buildings, grounds,
offices, and commercial
properties. Includes records
that document valuation of
real property. Does not

AUD-1100




RECORD
CODE

NAME OF RECORD

DESCRIPTION

include property purchase
and sale contracts and
agreements. Records related
to projects and work with
development partners to
upgrade and transform aging
infrastructure. For records
related to work in units for
vacancy lists see FAC-1060
or TWL-1000. For Tenant
Revitalization please see
TCS-1000, for Tenant
Relocation see TLA-1000.
See Contracts and
Agreements - Real Estate
Purchase and Sale. Does
not include records related to
Accessibility Program and
Tenant Accommodations
(i.e. Tenant Requests etc.)
For records related to
projects and work with
development partners to
upgrade and transform aging
infrastructure. For
Revitalization please see
TCS-1000, for Relocation
see TLA-1000.

FAC-1040

Facilities Incidents and
Investigations

Records related to facility
incidents including fires,
floods, property damage and
investigations involving or
related to Company
employees, visitors, or
property. Does not include
security surveillance or
investigations that lead to
litigation. See Facilities

AUD-1100



RECORD
CODE

NAME OF RECORD

DESCRIPTION

Security Surveillance. See
Litigation and Claims.

FAC-1060

Facilities Maintenance,
Repair, and Inspections
(Including Move-Out Process
assessment/inspections)

Records related to the
repair, testing, inspection,
and general maintenance of
facilities and equipment.
Includes building and
equipment maintenance and
repairs, safety inspections,
fire safety equipment
inspections, and personal
protective equipment
maintenance. Does not
include protective equipment
issuance, safety signage, or
emergency response plans.
See Health and Safety
Testing. For Environmental
testing and monitoring see
EHS-1060.

FAC-1080

Facilities Security
Surveillance

Records related to securing
facilities and property.
Including security patrol
reports. Does not include
CCTV recordings. See
CCTV Surveillance. Does
not include facility incidents
and investigations. See
Facilities Incidents and
Accidents.

FAC-1120

Vehicle Records

Records related to vehicle
licensing, mileage, vehicle
destinations, fuel purchases,
vehicle registrations,
certificates of insurance,
maintenance records, and
mileage reports. Includes
records documenting

AUD-1100



RECORD
CODE

NAME OF RECORD

DESCRIPTION

accidents in which company-
owned vehicles, equipment
and/or operators and drivers
are involved. Also includes
analysis of the accident and
any relevant findings, as well
as accident logs, which
provide a history of driver
records and prior accidents.

FAC-1140

Energy Management

Records related to the
environmental and
economical sustainability of
housing properties. Includes
records on monitoring
Toronto Community
Housing's building energy
and water performance.

FAC-1180

CCTV Surveillance

Records related to
surveillance of the facilities
and property. Includes
surveillance recordings
(CCTV records).

FAC-1200

Elevators & Elevating
Platforms Maintenance,
Repair, and Inspections

Records related to the
repair, testing, inspection,
and general maintenance of
Elevators & Elevating
Platforms.

FMA

Financial Management and
Accounting

Includes all records related
to the Company's corporate
accounting and finance
functions including the
overall financial position,
investment strategies,
financial statements,
budgets, and other financial
reporting.

AUD-1100



RECORD
CODE

NAME OF RECORD

DESCRIPTION

FMA-1000

Corporate Accounting
Records

Records related to the
corporate accounting
function that provides a wide
array of accounting and
treasury activities, such as
accounts payable, accounts
receivable, bad debts and
collections, cash analyses,
cost accounting, inventory
accounting, and related
financial reconciliations. Also
includes the recording of
transactions in the Company
journal, the posting of journal
entries to ledgers and trial
balances, the management
of the work papers
accounting process, and
special accounting projects.
Does not include payroll or
tax accounting. See Payroll
Accounting. See Tax
Accounting.

FMA-1020

Bank Account Set-Up and
Management

Records related to the set-up
and management of
Company bank accounts.
These records establish the
terms and conditions for
banking activities and
document the oversight and
management of bank
accounts.

FMA-1040

Bank Transactions and
Account Reconciliation

Records related to banking
transactions and account
reconciliations of the
Company's bank accounts.
These records document
banking transactions,

AUD-1100



RECORD
CODE

NAME OF RECORD

DESCRIPTION

support the monthly account
reconciliations process, and
are used to document
reconciliations that develop
from that analysis.

FMA-1060

Budgeting, Forecasting and
Internal Financial Reporting,
Capital Planning

Records related to budgetary
planning, financial
forecasting, and internal
financial reporting that
provide useful information to
management. Includes
accounts payable and
accounts receivable aging
reports, budget analyses and
data, budget work papers,
capital budgets, trending
analyses, operating budgets,
performance achievements,
and operating and capital
forecasts. Does not include
tax planning and forecasting.
See Tax Planning and
Forecasting.

FMA-1080

Escheat Property

Records that document the
inability to locate the
recipient of monies or
property and the associated
compliance with abandoned
property laws. Does not
include related tax filings.
See Tax Filings - General.

FMA-1100

Financial Statement
Preparation

Records related to the
preparation of financial
statements, reports, and
background information and
their submission to
government agencies,
shareholders, and others.

AUD-1100



RECORD
CODE

NAME OF RECORD
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These records document the
current and projected
financial position of the
Company. Does not include
country-specific securities
regulatory filings. See
Governmental Compliance
and Reporting.

FMA-1120

Fixed Asset Management

Records related to the
purchase, sale, and
improvement of real property
and equipment, as well as
depreciation and
amortization from receipt
through use and disposal.
Does not include contracts
related to the purchase and
sale of real property. See
Contracts and Agreements -
Real Estate Purchase and
Sale.

FMA-1140

Investment Management

Records related to
management and
administration of Company
investments, including
investments for Company
pension and retirement
funds. These records
document investment
transactions and are used to
track and monitor investment
performance.

LEG

Legal Affairs

Includes all records related
to the overall management
of ongoing and issue-specific
legal and intellectual
property matters. Includes all
records related to general

AUD-1100



RECORD
CODE

NAME OF RECORD

DESCRIPTION

business agreements,
leases, and licenses
between the Company and
other entities and records
documenting the Company's
ownership of significant
corporate assets, including
deeds.

LEG-1000

Contracts and Agreements -
General

Records related to
obligations under contracts,
leases, and other
agreements with outside
parties not covered
elsewhere. Includes
corporate matters and
disputes related to
agreements and contracts
that do not progress to
litigation and claims. For
Tenant tribunal records go to
Tenant Management.

LEG-1020

Contracts and Agreements -
Real Estate Construction
and Improvement

Records related to
obligations under contracts
and agreements for
improvements to real
property including
construction disputes.
Includes disputes that do not
progress to litigation and
claims.

LEG-1040

Contracts and Agreements -
Real Estate Purchase and
Sale

Records related to the
purchase and sale of real
estate and the proof of
ownership and access to
real estate. Includes
disputes that do not progress
to litigation and claims.

Does not include real estate

AUD-1100



RECORD
CODE

NAME OF RECORD
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appraisals and valuations.
See Facilities Design and
Construction.

LEG-1060

Copyrights and Trademarks

Records related to the
registration and
management of copyrights
and trademarks. Includes
pending trademarks,
applications, filings,
investigations, registrations,
and related communications.
Also includes abandoned
applications and records
related to copyright
infringements.

LEG-1080

Labour Relations

Records associated with
consultation and
negotiations with employee
representative bodies
including unions,
consultative bodies, and
similar bodies. For Employee
Investigations please see
WKM 1080.

LEG-1090

Legal Opinions

Records and information
related to legal advice
provided from internal and/or
external counsel.

LEG-1100

Licenses, Permits, and
Certifications

Records related to licenses,
permits, and certifications
which are obtained from
government agencies in
order to perform certain
tasks or business
operations, including legal
proof of insurance coverage.

LEG-1120

Litigation and Claims

Records related to
threatened or asserted

AUD-1100



RECORD
CODE

NAME OF RECORD
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litigation and claims for a
range of issues including
employment, construction,
intellectual property, product
liability, and environmental.
Also includes disputes
involving third parties in
which the Company is not
directly involved but has
been requested to provide
information. Does not
include internal legal
projects. See Project
Management.

LEG-1140

Patents and Design

Records related to the
registration and
management of foreign or
domestic patents. These
records also document the
company's efforts to protect
its methods, techniques, or
processes as trade secrets.
Includes design models and
pending patent applications,
filings, investigations,
registrations, and related
communications.

PRO

Procurement

Includes all records related
to the ongoing provision of
procured goods and services
for land development,
facilities management,
information technology,
corporate services (human
resources, learning and
development, and strategic
communications), and
operations. It also includes

AUD-1100



RECORD
CODE

NAME OF RECORD
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contract and vendor
management documents
including but not limited to
records of agreements,
WSIB, insurance, bonding,
specific technical and/or
security certification
documents. [no change from
ext. comms perspective]

PRO-1000

Purchasing

Records related to the
purchasing of goods and
services, including records
related to social procurement
and developer led
procurement projects.
These records are used to
document the request,
authorization, and
procurement of products or
services. Does not include
payment to suppliers and
vendors for products or
services or supplier/vendor
contracts and agreements.
See Accounting Records.
See Contracts and
Agreements - General.

PRO-1020

Shipping and Receiving

Records related to the
verification and proof of
shipment and receipt of
goods and products with
supporting detail. These
records also document and
verify the importation and
exportation of goods and
products in compliance with
domestic governmental

AUD-1100



RECORD | NAME OF RECORD DESCRIPTION
CODE

agencies, including relevant
trade agreements.

PRO-1040 | Vendor Management Records related to supplier
relationship management.
These records document the
monitoring and management
of supplier performance
including evaluations and
escalations and provide
support for the procurement
sourcing managers and
business. Includes Move-Out
Vendor Performance
Review.

SYS Systems Management Includes all records related
to the development,
management, and ongoing
operations of systems that
control, display, manipulate,
protect and store Company

information.
SYS-1000 | Contingency Management Records related to the
(Incident Response, design and definition of
Business Continuity, plans which would be
Disaster Recovery) implemented in the event of

a significant information
security breach, a natural or
human-caused disaster or
major systems failure.
These records include post-
incident reporting of the
results of a disaster or
emergency and related
analysis.

SYS-1020 | Internal Technical Support Records related to internal
employee requests for
technical support. These
records identify the type of

AUD-1100



RECORD
CODE

NAME OF RECORD
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concern or request for
information and provide
documentation of the
response and resolution.

SYS-1040

System Access and Website
Data Security

Records documenting
access to Company network
and computer systems,
including information used to
provide security access and
activity details for controlled
systems. These records also
include security protocols for
data transferred over the
web, surf control and internal
measures taken to monitor
internet usage.

SYS-1060

System Application
Documentation

Records related to the
development of new
functionality and architecture
for computer systems and
applications. Includes the
internal testing, details, and
history of systems
conversions.

SYS-1080

System Technical
Administration

Records that support the
oversight and management
of the systems’ environment
and infrastructure. These
records include infrastructure
architecture diagrams, data
center architecture, network
diagrams, systems
development specifications,
and asset management
reviews. Includes change
management
documentation.

AUD-1100



RECORD
CODE

NAME OF RECORD
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TAX

Taxation

Includes all records related
to the Company's filing and
payment of taxes at federal
and state or provincial levels
as well as foreign taxes. Also
includes tax audits by
governmental agencies and
related appeals.

TAX-1000

Tax Accounting

Records related to the
calculation of various tax
options to enable the
corporation to reduce its tax
exposure.

TAX-1020

Tax Audits and Appeals

Records related to revenue
agency audits of federal and
state or provincial tax returns
of income, property, sales,
and use. Includes audits and
appeals, audit and appeal
work papers, due diligence
reports, and settlement
agreements.

TAX-1040

Tax Planning and
Forecasting

Records related to internal
tax planning and forecasting.
Includes planning records
and supporting
documentation.

TAX-1060

Tax Returns - General

Record related to the
payment of taxes and filing
of tax returns not covered
elsewhere. Includes local
and franchise taxes, foreign
taxes, property taxes, sales
and use, Value Added Tax
(VAT) or Goods and
Services Tax (GST) taxes,
and miscellaneous taxes.
Does not include tax audits

AUD-1100



RECORD
CODE

NAME OF RECORD
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or appeals. See Tax Audits
and Appeals.

TAX-1080

Tax Returns - Income

Records related to the
payment of federal and state
or provincial income taxes
and the filing of related tax
returns. Includes the
Company's reporting of
employee and customer
information to federal and
state tax authorities. Does
not include tax audits or
appeals. See Tax Audits
and Appeals.

TCS

Tenant and Community
Service

Includes all records related
to services that support
tenants.

TCS-1000

Complex Tenancies

Records related to tenant
reach-out program, providing
access to assistance with
mental and other health
issues. Also includes records
related to tenant’s health
information collected during
referral to medical agencies.

TCS-1020

Tenant Engagement,
Programs and Partnerships,
Special Tenant Programs,
Tenant Revitalization and
Engagement

Records related to programs
that create participation,
opportunity and education
within the community.
Including tenant
engagement, youth
programs, community
programs and scholarships.
Also includes tenant relief
programs to assist tenants.

TCS-1040

Tenant Human Rights
Internal

Records relating to tenant
requests for accessibility and
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Process/Accessibility and
Tenant
Accommodations/Crisis
Priority Transfers

tenant accommodations, unit
modifications and internal
addressing of human rights
matters of all tenants, legal
occupants and their guests.
Records may include
aggregate trend data
reports, coaching and
training materials and
consultation/advice and
recommendations to internal
stakeholders. For records
relating to external HRTO
claims please go to LEG-
1120.

TLA

Tenant and Lease
Administration and
Management

Tenant and Lease
Administration and
Management are missing
descriptions.

TLA-1000

Tenant and Lease
Administration, Tenant
Relocation and Transfers

Records related to tenant
lease rights and
responsibilities, includes
records related to relocation
and transfer activities. For
Crisis Priority Transfers see
TCS-1020.

TLA-1020

Tenant Management

Records related to
management of tenant lease
documents. Including final
OCHE recommendation
report and agreements.

TLA-1040

Tenant New Applications

Records related to
management of tenant lease
documents. Including final
OCHE recommendation
report and agreements.
Applications become part of
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the tenant file when they are
housed.

TLA-1060

Tribunal Applications

Records related to
management of tenant rent
disputes.

TRM

Tenant Relationship
Management

Includes all records related
to the Company's
relationship with its tenants
including tenant
communications, complaint
resolution, tenant credit and
financing, and the overall
management of a call center
to support the customer
service function.

TRM-1000

Call Center Operations

Records related to the
management and
administration of a call
center to support the tenant
service function. Does not
include tenant
communications or other
customer information. See
Tenant Communications.

TRM-1020

Tenant Account and RGI
Program Management and
Administration (including
OCHE working files and
audits of ACP)

Records related to the set-
up, maintenance and
management of tenant
accounts. These records
provide the status of a
tenant's account and
information verifying tenant
identity and review of loss of
subsidy.

TRM-1040

Tenant Communications
(non-tenancy related)

Records related to tenant-
facing communications in

any format including audio
recordings and Web Chat
conversations. These
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records may include
awareness campaigns,
general communication
blasts, and tenant requests
for technical support. Does
not include communications
related to tenancy
management, or tenant
complaints. See Tenant
Complaint Resolutions.

TRM-1060

Tenant Complaint
Resolutions

Records related to the
receipt of written or verbal
tenant complaints and
related responses from the
Company. Does not include
ethics complaints,
complaints that progress to
claims or litigation or human
rights complaints. See
Corporate Ethics. See
Litigation and Claims. See
Tenant and Community
Service.

TWL

External Wait List and
Vacancies

Includes all records related
to external waitlists, CWL
prior to City transfer (i.e.
Affordable Housing (AAWL)
and the Province Wide
Arrears Database (PWAD).
Also includes records related
to internal vacancies and
Move-Out Program.

TWL-1000

Applicant Files and Waiting
List (Rent Geared to Income
and Special Priority)

« Applicant Files

« Applicant Waiting List
(Rent Geared to
Income)

« Applicant Waiting List
(Special Priority)

AUD-1100



RECORD
CODE

NAME OF RECORD

DESCRIPTION

. Referral Agreements
(Subsidized Housing)

. Rent Supplement
Landlord Files

. Rent Supplement
Tenant Files

TWL-1020

Wait List and Vacancy
Reports

Records related to reports
created to track external wait
list and vacancies.

WCB

Workforce Compensation
and Benefits

Includes all records related
to management of benefit
plans, compensation
planning, equal employment
policies, job positions, and
training and development
programs for the Company.

WCB-1000

Benefit Plan Administration

Records related to the
general management and
administration of benefit
plans such as retirement
plans, pension plans, stock
purchase plans, disability,
leave of absence, and tuition
reimbursement. These
records also include
summaries that total
employee enroliment and
participation in benefit
programs. Includes the
assessment, selection, and
renewal of benefit plan
vendors.

WCB-1020

Compensation Planning

Records related to the
determination and
monitoring of salary
structures, incentive
programs, job classifications,
and placement. Includes
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incentive pay program
documentation, salary
guidelines, and salary
surveys.

WCB-1040

Employment Equity,
Diversity, Inclusion and
Accessibility (EDIA),
Employee Engagement

Records documenting
compliance with company
employment equity policies,
diversity and inclusion.
Includes reports which are
required to be filed with
governmental agencies to
identify workforce
demographics. These
records document employee
allegations of their human
rights violations, economic
opportunity issues, or other
similar matters.

WCB-1060

Job Descriptions

Records related to
development and description
of positions within the
Company, including
summary of position
responsibilities,
requirements, and reporting
relationships.

WCB-1080

Payroll Accounting

Records related to the
payroll accounting process,
including the withholding and
payment to third parties of
amounts garnished from
employee wages as required
by court order and/or from
federal, state or provincial
levies. These records
document time and
attendance, overtime, time
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off, and general payroll
histories.

WCB-1100

Training and Development

Records related to the
creation and operation of
corporate training and
development programs.
Does not include training
attendance and certification
records that are maintained
in the personnel file.

WCB-1120

Unemployment / Withholding
Tax Filings

Records related to the
submission of employment
and wage information to
federal and state or
provincial tax authorities
and/or to unemployment
divisions in response to
requests for unemployment
compensation by terminated
employees.

WKM

Workforce Management

Includes all records related
to individual Company
employees from hiring
through termination,
including recruitment, hiring,
benefit enroliment and
participation, medical history,
payroll elections,
performance evaluation, time
and attendance, training,
and termination.

WKM-1000

Benefit Enrollment and
Participation

Records related to the
enrollment and participation
of employees in benefits
programs such as pension,
savings, retirement, health,
and welfare plans. These
records document the initial
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employee enroliment into the
benefits program, any
subsequent changes to
benefit elections (including
the addition of dependents),
and any changes to
employee information, such
as change of address.

WKM-1020 | Employee Citizenship and Records related to proof of
Right to Work citizenship and immigration
or naturalization status of
employees transferring to
and from facilities. Includes
country-specific
documentation to certify
employee identity and
eligibility to work in the

country.
WKM-1060 | Employee Recruitment and | Records related to
Selection recruitment and selection of

individuals for employment
within the Company. These
records document the
request and approval for
personnel, the advertising of
the position, the interview
process, and the final
selection and hiring of
employees. Recruitment
records for hired employees
become part of the
personnel file.

WKM-1080 | Personnel Records Records providing a history
of employment from initial
hiring, including promotion,
performance appraisals, and
transfers including re-
assignments and transfers,
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records related to
disciplinary actions. These
records also provide
documentation of employee
attendance at corporate
training programs and
seminars, as well as
certification and designations
for individuals to perform
certain tasks. Includes
temporary employee
records.

WKM-1090

Personnel Records - Injury
History

Records providing
documentation of an
employee's injury history.
Does not include reporting to
government agencies for on-
the-job accidents. See
Employee Injury and lliness.
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